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Receipt Modification/Correction 

Objective
To correct any type of error(s) which show up on the Receipts by Deposit Report (A900) and/or Receipts by Account Report (A901). Corrections due to short or over amounts that the Depository Bank and/or the Treasurer's Office finds, within the same month will be a modification to the original document.

Policy
Agencies must reconcile their cash receipt documents each month with the Receipts by Deposit Report and/or Receipts by Account Report. These reports show the details of each receipt transaction as recorded in the Minnesota Accounting and Procurement System (MAPS). If any of these details are entered incorrectly, the agency will initiate the modification/correction procedure.

Forms
FI-00515-01 Cash Receipts (Accounting View)
General Procedures
	Step #
	Actions to be Performed 
	Responsible Party

	 
	IF THE ERROR IS NOT IN THE SAME ACCOUNTING PERIOD
	 

	A.
	Agencies that Enter Their Own Receipts
	 

	1.
	Determine error in input, prepare FI-00515 as follows:

· A receipt decrease coded exactly as the document was entered, make sure that the line item is a decrease. 

· A receipt increase with the correct coding, make sure to change your line item back to an increase.
	party

	2.
	Enter information from FI-00515 into MAPS.
	party

	3.
	Retain a copy of form FI-00515 for audit purposes.
	party

	 
	IF THE ERROR IS WITHIN THE SAME ACCOUNTING PERIOD
	 

	4.
	Determine error and prepare form FI-00515:

· The document ID number and the accounting distribution must be the same as the original document. 

· The action code must be an M. 

· See training materials for further detail input instructions on modifications.
	party

	5.
	Please follow steps 2 and 3.
	party

	B.
	Agencies that Do Not Enter Their Own Receipts
	 

	6.
	Please follow steps 1a and 1b and/or step 2a.
	party

	7.
	Send the original document correction to Finance, General Accounting Section.
	party

	8.
	Enter the receipt correction into the MAPS Accounting Component, record the system-assigned document ID number, retain copy for file.
	Finance, General Accounting Section


